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1.1 


1.2 


1.3 


2.1 


Royal Mail Specific Terms for 
Presorted Delivery and Early Extraction 


Introduction 

These specific terms apply to the presorted delivery and early extraction products. 
These specific terms form part of your agreement with us, which is made up of: 
1.2.1 our general terms; 

1.2.2 the additional terms (including the user guide); and 


1.2.3 the PSD appendix which details the service options selected and pricing which 
applies to the products you buy from us under this agreement. 


If these specific terms contradict the general terms or the operational terms described in 
the general terms, these specific terms will apply. 


Definitions 


You may not be familiar with some of the words or phrases we use in this document. 
When they are used for the first time, they are shown in bold print and explained in the 
relevant part of this document in the following section or in the general terms. 


addressee any name you trade by (other than your registered 
company name) or any named third party identified 
as such in the PSD appendix; 


agreed volume(s) the agreed number of items to be processed, as set 
out in the PSD appendix; 


authorised representatives in our case, the account manager identified in the 
PSD appendix, and in your case, the person named as 
such in the PSD appendix, or such other persons as 
nominated by you or us from time to time in writing 
and notified to the other party; 


available mail any mail that has arrived and undergone our internal 
operational processing at the delivering office so that 
it is readily identifiable by us specifically as the mail in 
order to enable us to aggregate it and provide the 
products in time for each relevant collection time 
and/or delivery time; 


basic charges the amounts identified as such in the PSD appendix; 
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charges the amounts identified as such in the PSD appendix 
or which are otherwise specified as payable by you 
under these specific terms, including the basic 
charges and the excess volume charge; 


collection collection of mail by you as specified in clause 6 and 
provided for under this agreement; 


collection point the part of the delivering office identified as such in 
the PSD appendix; 


collection time the time for collection as specified in the PSD 
appendix; 

commencement date the date identified as such in the PSD appendix; 

daily charge the basic charge which applies to the relevant location 
divided by the number of working days in the relevant 
year; 

delivering office our premises identified as such in the PSD appendix; 

delivery the delivery of mail as specified in clause 5 and 


provided for under this agreement (and for clarity this 
excludes any standard daily delivery) and deliver and 
delivering will be construed accordingly; 


delivery time the time or times as set out in the PSD appendix for 
delivery; 

excess volume charge the amount identified as such in the PSD appendix; 

forecast for the first year the volume forecast as set out in the 


PSD appendix (and then as amended by us for each 
subsequent year according to the procedure set out 
in clause 7.8) setting out the agreed volumes for each 
calendar or part calendar month of each year; 


location the premises identified as such in the PSD appendix; 


mail any items addressed to you or any addressee (carried 
by us but excluding mail carried by Parcelforce 
Worldwide) and the subject of this agreement; 


Mail Collect the mailing service provided by us from time to time 
known as Mail Collect™; 
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party 


PSD appendix 


proposed forecast 


ratio 


residual mail 


Royal Mail Special Delivery 
Guaranteed 


Royal Mail Tracked 


selection 


sortation 


standard daily delivery 


either us or you and parties will be construed 
accordingly; 


the summary we have sent you by email which forms 
part of this agreement and which confirms the details 
of the service options you will buy from us under this 
agreement and the charges which will apply; 


the forecast proposed by you and prepared in 
accordance with clause 7.8 for any subsequent year 
of the agreement; 


the ratio of mechanically to manually sorted mail as 
set out in the PSD appendix (or otherwise notified to 
you) that is to be subject to any sortation; 


any mail that is: 


(a) not available mail for a particular delivery or 
collection but becomes available in time for us to 
process in time to make a later collection or delivery 
(within our ordinary working hours on a working day): 
or 


(b) available mail for a collection which you do not 
collect during the collection time; 


the mailing service from time to time provided by us 
under the name Royal Mail Special Delivery 
Guaranteed™, 


the mailing services from time to time provided by us 
under the name Royal Mail Tracked™,; 


the criteria set out in the PSD appendix to which mail 
is to be sorted by us prior to collection or delivery 
(excluding the extra selection mail); 


any sortation of mail to selections provided for under 
this agreement; 


any delivery we may be required to make to the 
location (or the address to which mail for you is 
addressed, where this is not the location) under 
Section 4 of the Postal Services Act 2000 (as 
amended by the Postal Services Act 2011) at any 
time on a Monday to Saturday each week (excluding 
bank or public holidays); 


Royal Mail, the Cruciform and the colour red are registered trade marks of Royal Mail Group Ltd. 
Royal Mail Group Ltd, registered in England and Wales, number 4138203, registered office: 100 Victoria 
Embankment, London, EC4Y OHQ. © Copyright Royal Mail Group Ltd 2013. All rights reserved. 


3.1 


3.2 


3.3 


3.4 


35 


working day days identified as such in the PSD appendix; 


year the twelve (12) month period from: 
(a) the commencement date; or 
(b) each anniversary of the commencement date, 


and in relation to the last year means the period from 
the commencement date or anniversary of the 
commencement date until the date of the expiry or 
termination. 


Product overview 
We will provide the products on working days. 


We will only process and deliver or make available for collection available mail and you 
acknowledge that: 


3.2.1 we do not guarantee the volume of available mail for each delivery or collection; 
and 


3.2.2 mail arrives at the delivering offices at variable times each working day so volumes 
of available mail may fluctuate each working day. 


If the PSD appendix indicates that residual mail will be held over for you to collect using 
Mail Collect: 


3.3.1 you must apply for a Mail Collect service and agree to and comply with its terms 
which will apply to any collection or non-collection by you of mail in connection 
with that Mail Collect service; and 


3.3.2 you must notify us if your Mail Collect service ends for any reason. Any alternative 
arrangements for residual mail may incur additional charges under this agreement. 


If the PSD appendix indicates Royal Mail Special Delivery Guaranteed mail and/or Royal 
Mail Tracked mail will not be delivered or made available for collection, we will deliver such 
mail in accordance with the terms of the relevant Royal Mail Special Delivery Guaranteed 
or Royal Mail Tracked service and that delivery will not be a delivery under this agreement. 


If the PSD appendix indicates Royal Mail Special Delivery Guaranteed mail and/or Royal 
Mail Tracked mail will be delivered or made available for a collection, we will deliver or 
make available for collection any such mail that is available mail in accordance with this 
agreement. Any Royal Mail Special Delivery Guaranteed or Royal Mail Tracked mail that is 
residual mail will be delivered in accordance with the terms of the relevant Royal Mail 
Special Delivery Guaranteed or Royal Mail Tracked service and that delivery will not be a 
delivery under this agreement. 
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4.1 


5.1 


6.1 


Sortation 
If we provide sortation under this agreement: 


4.1.1 we will sort available mail into the selections (including the extra selection mail). 
This will include any residual mail held over from the previous working day if the 
PSD appendix indicates that residual mail will be held over in this way; and 


4.1.2 you may apply to us to change the number, name or type of selections. Any such 
application must be made by notice in writing using the relevant form to the 
support team detailed in the PSD appendix. Our ability to implement any changes 
will depend on the information you provide and the complexity of the 
requirements. If you change the selections we may change the charges. 
Implementation of any change will require at least four weeks’ notice and is subject 
to our agreement. Changes may take longer than four weeks and if this is the 
case, we will advise you accordingly. 


Delivery 
lf we make deliveries under this agreement: 
5.1.1 we will deliver available mail to the location each working day at the delivery times; 


5.1.2 you must ensure that any of our property from the previous delivery is available for 
collection by our employee at each delivery; and 


5.1.3 you must sign any documentation presented by our employee making the delivery 
to acknowledge receipt of each delivery. 


Collection 
lf we prepare available mail for collection for you under this agreement: 


6.1.1 we will prepare available mail for you to collect from the delivering office at the 
collection point by the collection time on each working day; 


6.1.2 you must collect available mail from the delivering office by the time indicated in 
the PSD appendix and if you do not do so it will be treated as residual mail; 


6.1.3 your representative must produce identification upon arriving at the delivering 
office as required by us; 


6.1.4 you must ensure that you return any of our property to us at the next collection; 
and 


6.1.5 you must sign any documentation presented by our employee at the time of 
collection. 
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7.1 


7.2 


7.3 


7.4 


TD 


Volumes 


lf we provide sortation or there are agreed volumes for the products, if the total volume of 
mail received in a calendar month exceeds the agreed volumes, we may charge you the 
excess volume charge set out in the PSD appendix for every 1000 additional items (or part 
1000 additional items) by which the mail exceeds the relevant agreed volumes. 


Subject to clause 7.6.2, if the amount of mail decreases below the agreed volumes you will 
continue to be charged the basic charges. 


If the amount of mail on any working day exceeds the agreed volumes (pro-rated for the 
number of working days in the relevant month) by either: 


7.3.1 inthe case of mechanically sorted mail, in excess of 20% of the mechanically 
processed part of the agreed volumes; or 


7.3.2 inthe case of manually sorted mail, in excess of 10% of the manually processed 
part of the agreed volumes, 


We will use our reasonable endeavours to make the mail available for you to collect at 
such time and place as we may specify but we may: 


7.3.3 hold over the mail in excess of the agreed volumes for that day for processing on 
the next working day; 


7.3.4 deliver the mail unsorted to you; 


7.3.5 deliver the mail at a later time than the collection time or delivery time (even where 
you are due to make a collection); or 


7.3.6 not process mail in excess of the agreed volumes. 
You must: 


7.4.1 use reasonable endeavours to give us at least thirty days’ notice of any expected 
increase in volumes of mail above 20% of the pro-rated agreed volumes for more 
than two working days; 


7.4.2 give to us at least two months’ notice of any expected increase in volumes of mail 
above 20% of the pro-rated agreed volumes which is to apply for more than ten 
working days; 


7.4.3 give to us at least three months’ notice of any permanent change in volumes of 
mail of more 7.5% of the monthly agreed volumes. 


You acknowledge that the charges are based on your posting profile including but not 
limited to the agreed volumes, the ratio, the format of mail and the number of deliveries or 
collections. Your initial posting profile is based on the information provided by you to us or 
sampling by us and is subsequently based on sampling information gathered by us or in 
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7.6 


71 


7.8 


the forecast. 
We may vary the charges if: 
7.6.1 the excess volume charge applies over a consecutive three month period; or 


7.6.2 you notify us (in line with clause 7.4.3) of a permanent change of more than 7.5% 
of the monthly agreed volumes. 


You may, by at least three months written notice, request that we review or vary the 
charges as a result of a permanent decrease in actual volumes of more than 7.5% of the 
monthly agreed volumes. 


lf the PSD appendix indicates or we have agreed that the agreed volumes will be on the 
basis of a forecast prepared: 


7.8.1 the forecast for the first year will be specified in the PSD appendix; 


7.8.2 you must at least four months prior to the end of the year submit a proposed 
forecast to us for the following year; 


7.8.3 we will produce a forecast to apply for the following year in consultation with you 
and taking into account the proposed forecast submitted by you; and 


7.8.4 the forecast we prepare may differ from your proposed forecast if, based on our 
sampling over the preceding year of the agreement and acting reasonably, we 
believe the amounts of mail that will be received will be different from that 
indicated by the proposed forecast. 
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8 Charges 


8.1 


8.2 


8.3 


9.1 


9.3 


10 


10.1 


You must pay the charges to us for the products you use. 

We will send invoices detailing: 

8.2.1 the basic charges monthly in advance; and 

8.2.2 the excess volume charge (if applicable) monthly in arrears; 

to your authorised representative or to any other address you notify to us. 


The charges do not include any postage charge or charges for any other postal services not 
identified in the PSD appendix which are used to carry the mail. 


Your duties 
You must keep to the requirements of this agreement. 


You must be the addressee of the mail or have full authority from each addressee to whom 
mail is addressed to collect or receive and process mail under this agreement. 


You will indemnify and keep indemnified us, our employees, sub-contractors and agents 
against any loss or damage suffered or liability incurred by us as a result of a breach of this 
clause 9. 


Our responsibility to you 


If, as a result of our breach of this agreement, there is a delay of more than thirty minutes 
to a delivery or collection under this agreement, then we will refund or credit you with 1% 
of the monthly instalment of the annual basic charges that applies to a location for each 
such delay. The total amount we will refund or credit will not exceed 5% of the agreed 
monthly instalment of the annual basic charges for a location for all delayed or missed 
deliveries or collections in that calendar month. 
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10.2 


If sortation is to be provided to you under these specific terms and we fail to perform the 


sortation service, as a result of our breach of this agreement, then we will refund or credit 
you as follows: 





Percentage of mail delivered or made available | Percentage of the daily charge payable 
for collection in one working day to which the 
sortation process has not been applied 

















90% or more 0% 

75% to 89% 25% 
51% to 74% 50% 
50% or less 100% 


10.3 You must: 


10.4 


10.3.1 provide proof to our satisfaction that: 


10.3.2 the delivery time or collection time was delayed by us by thirty minutes or more (in 
the case of clause 10.1): 


10.3.3 that the relevant items were delivered or made available for collection without 
sortation (in the case of clause 10.2); and 

10.3.4 make any claim for credit or refund under this clause 10 no later than fourteen 
working days from and including the day of the late delivery or collection or the 
day on which sortation was not provided (as relevant). 


We will not be responsible to you: 


10.4.1 if we do not process, deliver, sort or make available items which do not meet the 
terms of this agreement or the relevant terms governing the provision of the 
particular postal service used; 


10.4.2 for delays that occur to the mail before it reaches the delivering office at which the 
processing of the mail will be carried out; 


10.4.3 if we deliver mail early; 


10.4.4 if you or your representative choose not to collect the available mail at a collection 
time but wait at a delivering office for further mail to become available; 


10.4.5 if you or your representative ask us to make a later delivery on any working day to 
receive more mail than the available mail; 


10.4.6 if you or your representative miss the time by which a collection must be made; 
10.4.7 where mail is received in excess of the agreed volumes; or 


10.4.8 in respect of deliveries that fall outside of this agreement, including any residual 
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10.5 


11 


11.1 


11.2 


12 


12.1 


12.2 


mail delivered as part of the standard daily delivery. 


The provisions of this clause 10 do not affect any right to claim for loss or damage of an 
item under relevant mail product terms. 


Employment 


You will ensure that any and all of your staff (or those of a contractor) at present employed 
in delivering any services the same or equivalent to the products will be re-deployed to 
other duties before the commencement date. If, contrary to the intention of the parties, 
this is not possible and any such employee is dismissed or given redundancy terms by you 
(or contractor) or their employment transfers to us, then you will indemnify and hold us 
harmless against all claims and liability we may incur to or in respect of such employee 
including under the provisions of the Transfer of Undertakings (Protection of Employment) 
Regulations 2006 and/or the Acquired Rights Directive (Directive No. 2001/23/EC of the 
European Council of Ministers) (or as updated or amended from time to time). 


Without prejudice to clause 11.1 you will indemnify and hold us harmless against all costs 
(including legal costs) expenses, damages, awards and losses arising out of or in connection 
with any claim by your employees, employees of your contractors or your contractors 
against us for any remedy as a result of anything done or omitted to be done in relation to 
such employee’s employment prior to the commencement date and against all costs, 
expenses, damages, awards, claims and losses arising out of the dismissal or redundancy 
of such employee by us on or after the commencement date. 


Ending this agreement 


We can end this agreement or stop providing any of the products by giving you at least 
three months’ notice. You can end this agreement by giving us at least three months’ 
notice. 


Unless the parties agree otherwise, when this agreement ends we will resume our 
standard daily delivery (where applicable) for mail addressed to you (or to any addressees) 
which had been the subject of this agreement and that mail will be delivered without the 
benefit of any of the products or the processing which is the subject of this agreement. 
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